MOS 3043, SUPPLY ADM NI STRATI ON AND OPERATI ONS CLERK

DUTY AREA 01 - PROPERTY ACCOUNTI NG E1 TO E3

TASK: 3043.01.01 (CORE) RECONCI LE UNI T ALLOMANCES

CONDI TION(S): Gven the unit's Table of Organization and Equi pnent (T/ O&E),
Al l owance aut horization, Type 2 authorized all owances, Command Adj ust nent

aut hori zations, access to an autonated systemw th applicable software with internet

conductivity, and the references.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1.

2.

3.

4.

Revi ew t he references.

MCO 1510. 73C
DRAFT

Speci al

Reconcil e T/ O&E, Type 2, special allowances, and comand adj ustnents to
quantities listed on the allowance field of the accountable record.

I dentify di screpancies.

I nduct al |l owance transactions to correct allowance disparity, as required.

NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. MCO 5311.1, Table of Organization and Equi pnent Al |l owance Change
2. MCO P4400. 150_, Consuner Level Supply Manual
3. UM 4400- 120, Asset Tracking for Logistics Supply System
4. UM 4400- 124 , SASSY Using Units Procedures
5. UM 4400- 15, Organic Property Control Procedures

TASK: 3043.01.02 (CORE) LOAD UNI' T ALLOWANCES

CONDI TION(S): G ven the Table of Organization and Equi prent (T/O&E), Speci al
Al | onances, Type 2 Allowances, Command Adj ustnent authorization, access to an aut omated

systemw th applicable software with internet conductivity,

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1.

2.

Revi ew t he reference.

and the references.

Reconcil e T/ O&E, Type 2, special allowances, and comand adj ustnents to
gquantities listed on the allowance field of the accountabl e record.
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3. Load appropriate transactions docunents to accurately reflect all owance changes.
4. Take action to requisition deficiencies/dispose of excesses as required.
I NI TI AL TRAI NI NG SETTING FLC Sustainment: 24 Req By: Pvt
REFERENCE( S) :
1. MCO 5311.1, Table of Organization and Equi pnent All owance Change
2.  MCO P4400.150_, Consuner Level Supply Manua
3. UM 4400- 120, Asset Tracking for Logistics Supply System
4. UM 4400- 124 , SASSY Using Units Procedures

5. UM 4400- 15, Organic Property Control Procedures

TASK: 3043.01.03 (CORE) MAI NTAI N PROPERTY ACCOUNTI NG DOCUMENT

CONDI TION(S): G ven the organic property listing, Table of O ganization and Equi prment
(T/O&E), docunentation supporting changes of on-hand and all owance quantities, access to
an autonated systemwi th applicable software with internet conductivity, and the

ref erences.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS

1. Review the references.

2. Reconcile allowances of all itens reflected on the Table of Organization and
Equi prent (TO&E) with all owance quantities appearing on the Property Accounting
Docunent .

3. Reconcile each new Property Accounting Document with the previous Property
Accounti ng Docurent .

4. Correct all discrepancies.

5. Post all changes in on-hand quantities and subnmit associated transactions in a
timely manner.

6. Post all allowance quantity changes and subnit associated transactions in a
ti mely manner.

7. Obtain supply officer's initials for all changes.
8. File reconciled Property Accounting Docunent.

9. File transactions neeting vouchering criteria and supporting documentation
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NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3043.01. 04 (CORE) PROCESS REDI STRI BUTI ONS
CONDI TION(S): G ven on-hand assets excesses over Authorized All owances, access to an
aut omat ed systemwith applicable software with internet conductivity, and the
ref erences.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Validate excesses are on-hand.
3. Process appropriate transactions as required.
4. Adjust property accounting records as required.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. MCO P4400.82 , Regul ated/ Control |tem Managenent Manual
3. UM 4400- 120, Asset Tracking for Logistics Supply System

4. UM 4400- 124 _, SASSY Using Units Procedures

TASK: 3043.01. 05 (CORE) PROCESS ROLLBACK TRANSACTI ONS

CONDI TION(S): G ven excess material, access to an autonated systemwi th applicable
software with internet conductivity, and the references.

STANDARD( S): I n accordance with the references.



PERFORMANCE STEPS:

1. Review the references.
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2. ldentify serviceabl e excess materials.

3. Load excess quantities to on-hand "AA. "
4. Execute roll back.
5. Mintain rollback receipts in the voucher file.
I NI TI AL TRAI NI NG SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. Local SOP
2.  MCO P4400. 150_, Consuner Level Supply Manual
3. MCO P4400.82_, Regul ated/ Control |tem Managenent Manual
4. UM 4400- 120, Asset Tracking for Logistics Supply System
5. UM 4400- 124_, SASSY Using Units Procedures

6. UM 4400-15, Organic Property Control Procedures

TASK: 3043.01. 06 (CORE) PROCESS DI SPOSAL TRANSACTI ONS
CONDI TION(S): G ven serviceabl e and unservi ceabl e excess, Letters of Unserviceabl e
Property (LUP) where applicable, access to an automated systemw th applicable software
with internet conductivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:

1. Review the references.

2. ldentify material required for disposal.

3. Load unserviceable quantities to on-hand "AF."

4. Load serviceabl e excess to on-hand "AA."

5.  Induct disposal transactions.



6. Deliver unserviceable items to DRMO

7. Maintain disposal docunentation in the voucher file.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. DOD 4000.25-1-M Mlitary Standard Requisitioning |Issue Procedures
Appendix Cto
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(M LSTRI P)

2. DOD 4140.26-M Defense Integrated Material Managerment Manual for Consumabl e
Itenms (DI MWL)

3. MCO P4400. 150_, Consuner Level Supply Manual

4. MCO P4400.82_, Regul ated/ Control Item Managenent Manual
5. UM 4400- 120, Asset Tracking for Logistics Supply System
6. UM 4400-124_, SASSY Using Units Procedures

7. UM 4400- 15, Organic Property Control Procedures

TASK: 3043.01. 07 (CORE) PROCESS CASH SALES FOR GOVERNMENT PROPERTY
CONDI TION(S): G ven a cash sale for Governnent property, required docunentation, access
to an automated systemw th applicable software and internet conductivity, and the
ref erences.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Process appropriate transactions for all sales of Governnent property.
3. Miintain conpleted NAVMC 6s and D7s in the voucher file.
NI TIAL TRAINING SETTING FLC Sustainnment: 12 Req By: Pvt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System

2. UM 4400- 124 _, SASSY Using Units Procedures

3. UM 4400- 15, Organic Property Control Procedures



TASK: 3043.01.08 (CORE) PROCESS ADJUSTMENT TRANSACTI ONS ( GAI NS/ LOSSES)

CONDI TION(S): G ven various automated supply system mai nfrane files, supporting

docunent ati on, access to an automated systemwi th applicable software and internet

conductivity, and the references.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:
Appendix Cto
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1. Review the references.

2. Process appropriate adjustnent transactions as directed.
I NI TIAL TRAI NI NG SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3043.01.09 (CORE) MAI NTAIN VOUCHER FI LE

CONDI TION(S): G ven conpl eted adj ust ment documents, supporting docunentation, the
voucher file, and the references.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. File by Docurment ldentifier Code (D C)/ TAMCN Docunment Number Sequence.
3. File all conpleted vouchers for two years.
I NI TIAL TRAINING SETTING FLC Sustainnment: 18 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumrer Level Supply Manual

2. UM 4400-124_, SASSY Using Units Procedures



TASK: 3043.01.10 (CORE) MAI NTAI N SUB- CUSTODY RECORDS
CONDI TION(S): G ven the requirement to maintain subcustody records, property control
docunents, interimreceipts, access to an automated systemw th applicable software and
i nternet conductivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:

1. Review the references.

2. Prepare interimreceipts for all issues and turn-ins.
Appendix Cto
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3. Process adjustnment transactions as required.

4. Correct disparities as directed.

5. Maintain subcustody records per the references.
NI TIAL TRAINING SETTING FLC Sustainnment: 12 Req By: Pvt
REFERENCE( S) :

1. MCO P4400. 150 , Consumrer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3043.01.11 (CORE) COVPLETE AND MAI NTAI N SUBSI DI ARY RECORDS FOR NON- | SSUED
SERI ALI ZED | TEM5

CONDI TION(S): G ven serialized and highly pilferable itens and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:

1. Review the references.

2. Inventory unissued serialized and highly pilferable itens.

3. Complete subsidiary records on all itens inventoried.

4. Maintain subcustody record, if applicable.



NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System
3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4400- 15, Organic Property Control Procedures

Appendix Cto
ENCLOSURE ( 6)
6-C 7
MCO 1510. 73C
DRAFT
DUTY AREA 02 - REQUISITIONING E1 TO E3
TASK: 3043.02.01 (CORE) PERFORM TECHNI CAL RESEARCH
CONDI TION(S): G ven a Part Number (P/N), nonenclature, and or a National Stock
Nunber/ National Item ldentification Number (NSN/NIIN) from supported custoners, access
to an automated systemw th applicable software and internet conductivity, and the
ref erences.
STANDARD( S): To enabl e transactions to process.
PERFORMANCE STEPS:
1. Review the references.
2. Validate the technical data information.
3. Prepare the appropriate tech data | oad/ change.
4. Induct ZOE/ ZNS transactions into the daily cycle.
I NI TIAL TRAINING SETTING FLC Sustainnment: 24 Req By: Pvt
REFERENCE( S) :
1. FEDLOG Federal Logistic Data on Conpact Disk

2. UM 4400- 123, FMF SASSY Managenent Unit Procedures



3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3043.02.02 (CORE) VERI FY UNI FORM MATERI AL MOVEMENT AND | SSUE PRI ORI TY SYSTEM
(UMM PS) DESI GNATOR ASSI GNMVENTS

CONDI TION(S): G ven pending requirenents, lists of individuals authorized to approve
UMM PS desi gnators, higher headquarters gui dance, and the references.

STANDARD( S): To ensure appropriate priorities are used for all requirenents.
PERFORMANCE STEPS:

1. Review the references.

2. Reconcile assigned priority with authorized force activity designator.

3. Ensure requirenment contains the signature of individual authorized to assign the
priority.

4. Take corrective action as required.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: Pvt
Appendix Cto
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REFERENCE( S) :
1. MCO 4400.16_, Uniform Material Mvenent |Issue and Priority System (UW PS)
2.  MCO P4400. 150_, Consuner Level Supply Manual
3. UM 4400- 120, Asset Tracking for Logistics Supply System
4. UM 4400- 124 , SASSY Using Units Procedures

5. UM 4400- 15, Organic Property Control Procedures

TASK: 3043.02.03 (CORE) PROCESS MECHANI ZED ADDI TI ONAL DEMANDS

CONDI TION(S): G ven a requirement for supplies and equi prment, a Document Control File,
access to all nechanized edit error/exception |listings, the Master Header |nfornation
File (MHIF), FedLog Compact Di sk, access to an automated systemwi th applicable software
and internet conductivity, and the references.

STANDARD( S): To ensure all requisitions successfully post to the Docunent Control File.
PERFORVANCE STEPS:

1. Review the references.



2. Conduct technical research of the requiremnent.
3. ldentify maintenance/ supply transactions.
4. Induct the requisition.
5. Review Daily Histories and Docunent Control File, all edit error/exception
recycl e reason codes, and ATLASS suspense reason codes to determ ne cause for
transacti ons not processing properly.
6. Reconcile all pending requisitions with the subsequent Document Control File.
7. Correct and reinduct requisitions as required.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. MCO P4400.151_, Internediate Level Supply Managenent Policy Mnual
3. UM 4400- 120, Asset Tracking for Logistics Supply System
4. UM 4400- 123, FMF SASSY Managenent Unit Procedures
5. UM 4400- 124 _, SASSY Using Units Procedures
Appendix Cto
ENCLOSURE ( 6)
6-C9

MCO 1510. 73C
DRAFT

6. UM 4790-5, MW (AI'S) Field Users Manual

TASK: 3043.02.04 (CORE) PROCESS MARI NE CORPS | NTEGRATED MAI NTENANCE MANAGEMENT (M MVB)
TRANSACTI ONS

CONDI TION(S): G ven access to a mai ntenance order/ mai ntenance part request, access to
an autonated systemwi th applicable software and internet conductivity, and the

ref erences.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1. Review the references.

2. Ensure "4 Add/ Change" transactions post to the maintenance records status file
prior to submitting subsequent M MVS transacti ons.

3. Process 8 card receipt/cancellation transaction.



NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System
2. UM 4400- 124_, SASSY Using Units Procedures

3. UM 4790-5, MW (AI'S) Field Users Manual

TASK: 3043.02.05 (CORE) PROCESS EDI T ERROR AND EXCEPTI ON LI STI NG

CONDI TION(S): G ven an edit error/exception listing, access to an automated systemwi th
applicabl e software and internet conductivity, and the references.

STANDARD( S): To ensure transacti ons process correctly.
PERFORMANCE STEPS:
1. Review the references.
2. Review edit error and exception |istings.
3. ldentify edit error and exception codes.
4. Determine reasons for errors.
5. Annotate corrective action on listing.
6. Reinduct corrected transactions.
Appendix Cto
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7. File listing for required retention period in accordance with the references.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. UM 4400-120, Asset Tracking for Logistics Supply System

2. UM 4400- 123, FMF SASSY Managenent Unit Procedures

3. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3043.02.06 (CORE) RECONCI LE DOCUMENT CONTROL FI LE

CONDI TION(S): G ven a previous Docunent Control File (DCF), current DCF, pending
transacti ons, access to an automated systemwi th applicable software and internet



conductivity, and the reference.
STANDARD( S): To ensure all transactions have posted to the Docurment Control File.
PERFORMANCE STEPS:
1. Review the references.
2. Validate all transactions have posted to the current DCF.
3. Miintain current Docunment Control File.
I NI TI AL TRAI NI NG SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System
3. UM 4400- 123, FMF SASSY Managenent Unit Procedures

4. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3043.02. 07 (CORE) PROCESS REQUI SI TI ON FOLLOW UPS/ MODI FI CATI ONS/ CANCELLATI ONS

CONDI TION(S): G ven access to an automated systemwi th applicable software and internet
conductivity, Docunment Control File (DCF), mainframe access, and the references.

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:

1. Review the references.
Appendix Cto
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2. Review the Docunment Control File.

3. Subnit cancellation, nodifiers, and foll ow ups as required.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. UM 4400-120, Asset Tracking for Logistics Supply System

2. UM 4400- 123, FMF SASSY Managenent Unit Procedures

3. UM 4400-124_, SASSY Using Units Procedures



4. UM 4790-5, MMV (AlS) Field Users Manual

ADM NI STRATI VE | NSTRUCTI ONS: Aut onat ed Supply System generic term for ATLASS

TASK: 3043.02. 08 (CORE) PROCESS RECEI PTS

CONDI TION(S): G ven DD Form 1348-1 receipts, access to nechanized fil es,

Docunent

Control File (DCF) listings, access to an autonmated systemw th applicable software and

i nternet conductivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Determne required action for each receipt.
3. Subnit appropriate receipt transaction.
I NI TI AL TRAI NI NG SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System
2. UM 4400- 123, FMF SASSY Managenent Unit Procedures
3. UM 4400-124_, SASSY Using Units Procedures
4. UM 4400- 15, Organic Property Control Procedures

5. UM 4790-5, MW (Al'S) Field Users Manual

TASK: 3043.02.09 (CORE) MAI NTAIN PROCF OF DELI VERY ( POD)
CONDI TION(S): G ven receipts and the references.
Appendix Cto
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1. Review the references.
2. File all docunents in POD file docunent nunber sequence.

3. Retain docunents in accordance with the references.
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NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System
3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4400- 15, Organic Property Control Procedures

TASK: 3043.02. 10 (CORE PLUS) PROCESS A SUPPLY DI SCREPANCY REPORT ( SDR)
CONDI TION(S): G ven a requirenment to submt a Supply Discrepancy Report (SDR), access
to an automated systemw th applicable software and internet conductivity, and the
ref erences.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Determne the type of discrepancy.
3. Determnine distribution of SDR
4. Prepare and submt SDR, as required.
I NI TIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Pvt
REFERENCE( S) :
1. SECNAVI NST 4355.18, Reporting of Itens and Packagi ng Di screpancies

2. UM 4400- 123, FMF SASSY Managenent Unit Procedures

3. UM 4400-124_, SASSY Using Units Procedures
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TASK: 3043.02.11 (CORE) PROCESS MATERI AL OBLI GATI ON VALI DATI ON ( MOV) / BACK ORDER
VALI DATI ON ( BOV)

CONDI TION(S): G ven the MOV/BOV listing, the exception |listings, Document Control File
(DCF), access to an automated systemw th applicable software and internet conductivity,
and the references.



STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. SASSY Managenent Unit (SMJ)

a. Review the references.

b. Initiate the MOV cycle.

c. Provide exception reports to Using Units.

d. Reconcile all resulting exceptions.

e. Take corrective action.

f. SMJ Qperations confirmreceipt of response by Defense Autonated
Addr essi ng System (DAAS) and I ntegrated Material/Wapon System Manager (I MM .

2. Using Unit
a. Review the references.
b. Reconcile the Docurment Control File (DCF) with MOV/BOV listing..

c. ldentify all requisitions requiring MOV/ BOV cycle validation for which
"AN AP" transactions have not been posted.

d. Forward inductions to SMJ for action.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System
2. UM 4400- 123, FMF SASSY Managenent Unit Procedures

3. UM 4400- 124_, SASSY Using Units Procedures

TASK: 3043.02.12 (CORE PLUS) PROCESS SELF- SERVI CE CENTER SHOPPI NG LI ST

CONDI TION(S): G ven sel f-service center shopping list, self-service catal og, docunent
nunber | ogbook, and the references.

STANDARD( S): I n accordance with the references.
Appendix Cto
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PERFORMANCE STEPS:



1. Obtain self-service shopping list from customer.

2. Validate requirenents.

3. Performtechnical research.

4. Ensure sufficient funding is avail able.

5. Process shopping list.
I NI TIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Pvt
REFERENCE( S) :

1. Local SOP

TASK: 3043.02. 13 (CORE) PROCESS WALK- THRU ADDI TI ONAL DEMANDS

CONDI TION(S): G ven access to the SASSY Managenent Unit (SMJ), a high priority demand,
and the references.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Performtechnical research.
3. Obtain authorization signature on requisition.
4. Hand carry requisition to the SMJ.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System
2. UM 4400- 123, FMF SASSY Managenent Unit Procedures
3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4790-5, MMV (AlS) Field Users Manual

TASK: 3043.02. 14 (CORE) PROCESS OPEN PURCHASE REQUESTS
CONDI TION(S): G ven a GPCP card, approved open purchase request docunent, access to an
Appendix Cto
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aut omat ed systemwi th applicable software and internet conductivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Obtain authority to use GPCP card with set linitations by unit or activity.
3. Ensure GPCP purchase request documents are approved by appropriate authority.
4. Purchase the approved itens.
5. Receipt for supplies.
6. Distribute as required.

7. Obtain signature fromrecipient verifying that they received the requested
itens.

8. Load nonexpendabl e itens on property records as required.
9. Validate and reconcile nmonthly statemnent.
NI TIAL TRAINING SETTING MXIT Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. Local SOCP
2. GSA CONTRACT, GSA CONTRACT NUMBER 23F94031

3. MCO P4200.15 , USMC Purchasi ng Procedures Mnual
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DUTY AREA 03 - FI SCAL MANAGEMENT: E1 TO E3

TASK: 3043.03.01 (CORE) PERFORM STANDARD ACCOUNTI NG, BUDGETI NG, AND REPORTI NG SYSTEM
( SABRS) FI SCAL PROCEDURES

CONDI TION(S): G ven source docunents, SABRS nanagenent reports, |ocal guidance fromthe
conptroller, access to an autonmated systemw th applicable software and internet
conductivity, and the reference.

STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS:

1. Review the references.

2. Verify source docunents, pending requisitions, pending cancellations and
menor andum r ecor ds.

3. Reconcil e SABRS nanagenent reports.

4. Prepare the appropriate report.

5. Verify information appearing on reconciliation report.

6. Correct all discrepancies.

7. Request adjustments to unit spending plan as necessary.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. Local SCP

2. MCO P7300. 21, SABRS Fi nancial Procedures Manua

3. SABRS USER MANUAL, Standard Accounting, Budgeting, and Reporting System
( SABRS) Manual

TASK: 3043.03.02 (CORE) MAI NTAI N FI SCAL REPORT

CONDI TION(S): G ven pending requisition files, pending cancellation files, existing
financial reports, nenmorandum records, and the references.

STANDARD( S): Discrepancies will be reconciled and corrections nade to the financia
accounting data base.

PERFORMANCE STEPS
1. Review the references.

2. Review data on the Financial Reports.
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3. Reconcile Financial Reports.
4. Reconcil e discrepancies.
5. Input or submit change transactions.

INITIAL TRAINING SETTING FLC Sustainnent: 12
REFERENCE( S) :

1. Local SOP

Appendix Cto
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2. MCO P7300. 21, SABRS Fi nanci al Procedures Mnual

3.  SABRS USER MANUAL, Standard Accounti ng,
( SABRS) Manual

Budget i ng,

4. UM 4400- 124 , SASSY Using Units Procedures

and Reporting System
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DUTY AREA 04 - M SCELLANEQUS: E1 TO E3
TASK: 3043.04.01 (CORE PLUS) PERFORM SASSY/ ATLASS QUARTERLY RECONCI LI ATI ON

CONDI TION(S): G ven SASSY mainfrane files, using unit ATLASS files, access to an
aut omat ed systemwi th applicable software and internet conductivity, and the references.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Reconcile the mainfrane files with using unit ATLASS files.
3. ldentify the discrepancies.
4. Process transactions for correction.
NI TIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Pvt
REFERENCE( S) :
1. MCO P4400. 150 , Consumrer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3043.04.02 (CORE PLUS) MAI NTAI N SUPPLY SECTI ON PUBLI CATI ON LI STI NG (PL)
CONDI TION(S): G ven the supply section's Publication Listing (PL), local Standing
Operating Procedures, access to an automated systemw th applicable software and
i nternet conductivity, and the reference.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1. Validate supply publication requirenents with appropriate admnistration
section.

2. Verify that required publications are on hand or on order.



3. Verify that inventory quantities are sufficient to support internal distribution
of publications within the section.

4. Coordinate with the unit Administration Section to report all changes to the PL
to HQMC (AREB) on NAVMC 11041.

NI TIAL TRAI NI NG SETTING MXT Sustainment: 12 Req By: Pvt
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REFERENCE( S) :

1. MCO P5600.31 , Marine Corps Publications and Printing Regul ations
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DUTY AREA 05 - COMBAT SERVI CE SUPPCRT: E1 TO E3
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DUTY AREA 06 - | NTERVEDI ATE SUPPLY SUPPORT OPERATI ONS: E1 TO E3
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DUTY AREA 07 - STORAGE AND DI STRI BUTION: E1 TO E3
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DUTY AREA 08 - REPAI RABLE | SSUE PO NT: E1 TO E3
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